AP Transfer to GL

Scope

The SFA CFO Accounting Division can manually transfer Accounts

Payable entries to the General Ledger.

System References

N/A

Policy

N/A

Responsibility

SFA (Program) Payables SuperUser
Distribution

N/A

Ownership

N/A

Activity Preface

SFA (Program) Payables Super User

1. Loginto SFA FMSusing the SFA (Program) Payables SuperUser

responsibility.
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E%Navigatur - 5FA DCS CFO Payables SuperlUser
Action Edit Query Goo Folders Special Help

Functions

Other:Requests:Run

Submit requests

+ Invoices

+ Payments

+ Suppliers
Employees
Credit Cards
Setup

- Dther
> Requests

060

View
Set
Profile

Concurrent Add
Change Organization -

Remove

& Close Other Forms

2. From the “Navigator” window, double-click Other. The Other sub-
menu appears.

3. Double-click Requests. The Requests sub- menu appears.

4. Click Run and click the Open button. The " Submit a New Request”
window appears.

E‘% Submit a New Request I

What type of request do you want to run?

@-’ @ Single Request

This allows you to submit an individual request.

" Request Set

This allows you to submit & pre-defined set of
reguests.

Cancel 0K q’@
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5. Veify that the Single Request option is checked and click the OK
button. The “Submit Request” window appears.

=2 Submit Hagusst
Aclion Bl Duiere Go Tolder Cpecisl Halp

Run 1his Reguest...
—> Request hame

Parameters

9)

Langu=ge

a1 These Times...

As Soon As Possible TR |
— Upon Comipletio
¥ Eava al Duiped Files
Nl:ti‘f!,l Comp i Dyrlions... |
Piint To
Copy a Priar Request... Cancel | | Submit Haquast I

6. With the cursor in the Request Name field, click on the List of
Valuesicon. The “Reports’ window appears showing al available
reports.

E%%Hepmls
®_de]pa\,rables|% |
Marme |applicatio*
| Mass Additions Create Report
1096 Form Cracle PL
11098 Forms Oracle PL
1099 Invoice Exceptions Report Qracle PL
10949 Payments Report Cracle P
11099 Supplier Exceptions Report Cracle P
1089 Tape Oracle PL
|Accounts Payable Trial Balance Oracle PL
| Alstrian Separate Remittance Advice Qracle PL
| AutoRate Cracle PL
[Automatic Clearing for Future Dated Payments Qracle PL
| Bank Account Listing Oracle PL

' Bank Charge Accounting Upon Motification Report Cracle PL

o4 - | _'_I_I
Find Cancel

7. To narrow your search for the appropriate report, type the word
“payables’ in front of the percent sign in the Find field and click the
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Find button. The reports window now shows only those reports that
begin with the word payables.

Eg,i Reports

Find|pavabless |

JName !Applicatiu.._“
Fayahles Approval Oracle PL

| Pavahles Invoice Import Cracle PL

| Payables Open Interface Import COracle P
Fayahles Cpen Interface Quthound Advice Oracle PL

:Pavables Cpen Interface Purge Cracle Pu

| Payables COpen Interface Workflow Cracle PL

avables Transfar to General Ledger Oracle PL

Find Cancel

8. Sdlect the Payables Transfer to General Ledger Report and click
the OK button. The “Parameters’ window appears.
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[

Set of Books Mame [SFA FMS Books |

®—> Batch Mame J| |
Fost Through Date J |
Journal Entry Category JAII |
Submit Journal Import
Primary 308 - Expense JAudit |
Liability |Audit |
Cash [Audit |
Discount Taken JAudit |
|
|
|

Sain or Loss JAudit
Cash Clearing |[Audit
Founding JAudit

Create Surnmary Journals

Secondary SOB - Expense J | =

Clear ‘ Cancel‘ M

9. Create abatch name for the report and type it into the Baich Name
fidd.

FYI1: You can give the batch any name you wish, however, for
consistency, it is recommended that the schedule number be used for this
parameter.

10. Type tomorrow’s date in the Post Through Date field and click the
OK button. The “Submit Request” window appears with the “Run
this Request....” Section populated.
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BE} S ubmit Reguest
aclion Edt Guery  Go

£ 2
Go—b Fun this Request...

Remquesi Mame

Paramaters

Language

o

Halp

Fayables Transfer to General Ledger
SFA FRIS Books FEIIEAG 2L D1LAR, Ve st iLdad it A Al it Asd i Aobit o
pAmarican Enylish |

A thess Times. ..

Mg S00n As Possible Schealsile.. l
Upon Campletion, .,
I Save all Ouiput Files
- Complation Ditions... |
Fnrd To  TESTZ
Copy 2 Prior Reguest.. caneel | |

Subimit Roquos
17

11. Verify that the information in the “Run this Request” section is
accurate and click the Submit Request button. The “Requests”
window appears.

= p—
Setion EAR Query Qo Special Hal
@—} Hafresh Dats | (=] — St & M Rigetad...
Regisist 10 Parart
Mama Phaza Sralue Parsmetsrs
:Em Py Complated  Hermal 1, 5BE3, B
1t | Vi Dtalls... | Wi Dutjaut |
pr | o | W Loy |

12. Click the Refresh Data button to update the information on this
window. Thiswindow displays the Phase and Status of your report
request. The Phasesare: Pending, Running, and Completed. The
Statuses are: Normal, Warning and Error. Y ou may need to click the
Refresh Data button multiple times until the request is completed.

End of activity.
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—

AP Transfer to

Payables
SuperUser

GL-SFA (Program)

— Login to SFA FMS
using SFA (Program)
Payables SuperUser
responsibility. (1)

— From “Navigator”
window, double-click
Other. Other sub-
menu appears. (2)

— Double-click
Requests. Requests
sub-menu appears.
©)

— Click Run & click

a New Request”
window appears. (4)

— Verify that Single
Request option is
checked & click OK
button. “Submit
Request” window
appears. (5)

— With cursor in
Request Name field,
click on List of
Values icon.
“Reports” window
appears showing all
available reports.

(6)

— To narrow your
search for
appropriate report,
type word “payables”
in front of percent
sign in Find field &
click Find button.
reports window now
shows only those
reports that begin
with word payables.
9

— Select Payables
Transfer to GL
Report & click OK
button. “Parameters”
window appears. (8)

— Create a batch name
for report & type it
into Batch Name
field. (9)

field & click OK
button. “Submit
Request” window
appears with “Run
this Request...."
Section populated.
(10)

— Verify that info in
“Run this Request”
section is accurate
& click Submit
Request button.
“Requests” window
appears. (11)

Open button. “Submit

AP Transfer to
GL-SFA (Program)
Payables
SuperUser

— Click Refresh Data
button to update
info on this window.
This window displays
Phase & Status of
your report request.
Phases : Pending,
Running, &
Completed. Statuses
: Normal, Warning &
Error. You may need
to click Refresh
Data button multiple
times until request
is completed. (12)

— Type tomorrow’s date
in Post Through Date

I

@
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